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Purpose
Use this procedure to update an employee’s status to permanent at the end of a probationary
appointment.

Trigger
Perform this procedure when an employee has completed their probationary appointment.

Prerequisites
e An employee must be in a probationary appointment and successfully completed their
probationary period.
Menu Path
Human Resources - Personnel Management > Administration > HR Master Data - Personnel
Actions se the following menu path(s) to begin this transaction:
Transaction Code
PA40

Helpful Hints

The system may display three types of messages at various points in the process. The
messages you see may differ from those shown on screen shots in this procedure. The types
of messages and responses are shown below:

Message Type Description

Error a

ﬁ Example: Make an entry in all required fields.

Action: Fix the problem(s) and then click & (Enter) to proceed.

Warning Example: @ Record valid from xx/xx/xxxx to 12/31/9999 delimited at end.

® Action: If an action is required, perform the action. Otherwise, click

@ (Enter) to proceed.

Confirmation a )
Example: Save your entries.

o or & Action: Perform the required action to proceed.
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Procedure

1. Start the transaction using the menu path above or transaction code PA40.

Personnel Actions

g  suH coe SnE 0000 DO 0
Personnel Actions

FREY |l el [0 | 22 Y
Find by
< % Person

B Collective search help

[l search term

[ Free search

:

2. Complete the following fields:

Erom R |The start date of a record.

Example: 6/12/2006
The employee unique identifying number.

Personnel no. R

Example: 40000253

3. Click E (Enter) to validate the information.
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Personnel Actions
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4. Click on the grey box next to .

Ty
5. Click (Execute) to start the transaction.
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Copy Actions (0000)

g| @ aliBie@e CHE D000 EF QF
Copy Actions (0000)

| |® Execute info group ||ﬂ Change info group ‘
-4BBHD253
Nams  Suith Paul P
PersArea 1110 EEGroup 0
-nmm .BH

_EIE."124‘2EIEIB 12431/9999

Fersonnel action

Action Type Change of Status
Reason for Action £

Status
Employment Active =1

Organizational assignment

Fosition 60004597 HR Consult
Pergonnel area 1110 Deptof Parsonnel
Emplovee group o Permanent
Employee subgroup Julc} Hourly (H) OT Exempt

Additional actions

Start Date  |Act |Action type ActR |Reason for acti I

il

1] ] I s e

o JRT0 (1) 601) bl sovahrtedei | INS 7

6. Complete the following fields:
Field Name R/O/IC Description
Reason for Action R Description of the Reason for Action.
Example: %%%

7. Click @ (Matchcode) to open the selection list.

State of Washington HRMS
File name: Version: SME Approved Script SAP Parent
EE_STATUS_ENDOFPROBATIONALast Modified: 12/19/2008 9:27:00 AM Page5/11
RY_APPOINTMENT.DOC
Reference Number:




Title: Employee Status Update to Permanent at End of
Probationary Appointment
Processes :
Sub-Processes :
HRMS Training Documents

Reason for Action (1) 4 Entries Found
Reason for Action (17 4 Entries Found

R estrictions |

= =
L LA Rl = TR
Action Type: LI

Mame of action type: Change of Status

Ac... “|Name of reason for action |
nz Complete In-Training Lewve|

03 Complete In-Training Series
04 Mon-Perm to Permanent

045 Transitional Review Complete

4 Entries Faund

8 Click|':'4 Mon-Ferm to Permanent

9. Click (Enter) to continue.
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Copy Actions (0000)

|7|< H €@ DHEIDTL0 IR @
Copy Actions (0000)
| |® Execute info group ||ﬂ Change info group ‘

PSubarea 0881 EESungroup 00
OB/12/2006 | fa  12/31/9999

Action Type Change of Status
Reasaon far Action 04

Employment Adve o E

Position 60004597 HR Consult

Personnel area 1118 Deptof Personnel

Emplovee group o Permanent
Employee subgroup Julc} Hourly (H) OT Exempt

10. Click E (Enter) to validate the information.

11. Click.i (Save) to save.
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Copy Organizational Assignment (0001)

g| @ aliBie@e CHE D000 EF QF
Copy Organizational Assighment (0001)
& | o8 |

-‘1 110 m
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Enterprise structure

CoCode Wao STATE OF WaASHINGTOM
Pers.area 1118 Dept of Personnel Subarea [2fe]ey] MNaon Represented

Cost Cir 1118000008  MISSING_DEFAUL.. Bus. Area 1118 Department of Personnel
Fund

Personnel structure
0]

EE subgroup BB

EE group Permanent Payrarea 11 Semi-monthly

Hourly (H) OT Exermpt Contract Fraohation ]

Organizational plan Administrator

Percentage  100.00 E Assignment'

Persfdmin

Fosition 60004597 3058 Time
HR Consult PayraAdmin
Job key 60004449 1008
HR: Worker
Exempt
Ory. Unit GOEA4465 2002

HR
Org key 3489

& Recard created [+ | RTO (13 (501) 2| | ssvaphredei W

12. Complete the following fields:

Field Name R/O/IC Description

Contract R The employee's state status.

@ This field should say Probation. There is not a
Contract for permanent in this field. Leave this field
blank.

13. Click .E (Enter) to validate the information.
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Copy Organizational Assignment (0001)

g| @ aliBie@e CHE D000 EF QF
Copy Organizational Assighment (0001)
& | o8 |
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CoCode WAB1  STATE OF WASHINGTON
- Dept of Personnel Subarea a081  Mon Represented
11180000080 MISSING_DEFAUL.. Bus.Area 1110 Depariment of Persannel
Fund

Pers.area
Cost Cir

EE aroup l Parrnanent Payr.area 11 gemi-monthly
EE subgroup . Hourly (H) OT Exermnpt Contract =}

Percentage 10000
Fosition GO004597 3058

Persfdmin

Time

HR Consult Payradrmin
Job key EO004440 1008

HR: Worker
Exempt []
Org, Unit EO004465 2002

HR

Org.key

14. Click .i (Save) to save.
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Copy Contract Elements (0016)

g| @ aliBie@e CHE D000 EF QF
Copy Contract Elements (0016)

_BEHZJ‘ZBBE 12431/9989

Contract type Mon-Permanent

Probationary period

15. Complete the following fields:

Contract type R The status of employment within the State. It will be either
Permanent or Non-permanent.

Example: Permanent

16. Click E (Enter) to validate the information.

17. Click j (Save) to save.

18. You have completed this transaction.

Result

You have changed the employee’s status to permanent.
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Comments
None.
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